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1. IlepedeHb MJIaHUPYEMBIX Pe3yJIbTATOB H3y4YeHHUsI AUCHHUILIMHBI, COOTHECEHHBIX €
IUIAHMPYEeMbIMH Pe3yJIbTAaTaAMH 0CBOCHHUsI 00pa30BaTeIbHOM NMPOTrpaMMbl
B pamkax ocBoeHHS OCHOBHOM NpOQecCHOHATBHON 00pa30BaTeNbHONW MPOrpaMMbl
OakanmaBpuaTa OOYyYaroOIMICS MOJDKEH OBJIAACTh CHCAYIOIIMMH pe3ysbTaTaMd OOy4deHHUs IO
JUCLUIUINHE «J[OKyMEHTUPOBaHUE YIIPABIEHYECKOU NEATEIBHOCTHY

Koa y HaumMeHoBaHHue KOMIIETECHIINIA NHauKaTOPHI JO0CTHKEHUST KOMIIETEH UM
[1K-2 Cniocoben pa3zpaborath NIIK-2.1 OcyiecTBisieT JOKYMEHTAallMOHHOE
3 PEKTUBHYIO CUCTEMY CTUMYJIUPOBAHUS | 00ECIICUeHHE CUCTEMBI OTUIATHI TPyIa U
Tpya CTUMYJIMPOBAHUS IIEPCOHAIIA
[1K-7 Cniocoben aHaiu3upoBarhb, HIIK-7.1 OcymiecTBiisieT KOHTPOIb U
MJIAHUPOBATh, OIEHUBATh YPPEKTUBHOCTh | JOKYMEHTHPOBAHHE yUeTa IMOKa3aTeseH Mo Tpyay 1
WCIIOJIb30BaHUS KaJPOBBIX PECYPCOB 3apaboOTHOM maTe

2. Mecro nucuMiuiuibl B cTpykrype OITOIT
VYueonas aucrummuimHa b1.B.09 «JlokymMeHTHpOBaHHE YIPaBICHYECKON JCATEIHHOCTH
OTHOCUTCS K 4YacTh (HOpMHUPYEMOH Yy4YaCTHHKAMH OO0pa30BaTeIbHBIX OTHOIICHWH Imkiaa b.1
«JIncuuIuIMHbI (MOJTYJIH )».

3. O0beM AUCHMILVIMHBI B 324€THBIX €IMHUIIAX C YKA3aHHEM KOJMYecTBA aKaJAeMHYeCKHUX
4YacoB, BbIJIeJEHHBIX HA KOHTAKTHYIO pa0oTy 00y4aommxcs ¢ npemnoaasarteseM (1o BHAaM
3aHATHI) U HA CAMOCTOSATEJIbHYI0 padoTy 00yYaromuxcst

OO6mass TpynoeMKocTh (00BEM) ITUCHUILUIMHBL «J{OKyMEHTHpOBaHHE yMpaBICHUYECKON
JIEATETLHOCTHY COCTABISIECT 4 3aUETHBIC SUHUIIBI.

O0béM IMCHMIJIMHBI 10 BHIAM Y4eOHBIX 3aHATHH (B 4acax) — 04HO-32049HasA opMa

o0yueHust
. Bcero Cemectpsl
Buj yueGHoii padoThl

4acoB 8 -
AyIuTOpHBIE 3aHATHS (BCEro) 36 36 -
B ToM uucne: - - -
Jlexnuu 18 18 -
[Tpaktueckue 3anstus (I13) 18 18 -
Cemunapsi (C) - - -
JlaGopaTtopusie padoTs (JIP) - - -
CamocrosiTesibHas padora (Bcero) 72 72 -
B ToM ynce: - - -
Kypcogoii mpoekt (pabota) - - -
Kontponbhas pabota - - -
Pedepar 10 10 -
IToaroroBka K MPakKTUYECKUM 3aAHATUAM 52 52 -
TecTtupoBanue 10 10 -
By npomeKyTO4HON aTTecTaluy — YK3aMeH 36 36 -
OO011ast TpyA0E€MKOCTh Yac / 3a4. el. 144/4 144/4 -




4. Conep:xkanue TUCHUNTHHBI
4.1. Paznenbl JMCHUIIMHBI M TPYI0E€MKOCTD 110 BUIAM Y4eOHBIX 3aHATHI

Pa3nena/rema
JAucuuniamHbl

Oo0masn
TPYAO0EMKOCTH

Bunabl y4eOHbIX 3aHATHI, BKJIIOYAS
CaAMOCTOSITEJIbHYIO Pa00Ty 00y4aromuxcsi, 4ac

KonTakTHas padora

=
&
e
=
S

NMPAKTHIECCKHUE

JEeKINH
3AHATHA

CamocrosiTe/ib-
Hasi padoTa
o0yyaromuxcs

Benenue. Tema 1.
JlokymeHTupOBaHue
YIIPABJICHYECKOU
nestenbHOCTH. TpeboBaHus
K ohopmIIeHHIO
JOKYMEHTOB

1 -
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Tema 2. Cucrema
OpraHU3aIMOHHO-
pacnopsIIUTEIbHON
JIOKyMEHTAIUH.

Tema 3.
JIOKyMEHTUPOBaHHE
TPYIOBBIX
MIPABOOTHOILICHHH.

Tema 4. JloroBopHO-
MpaBoOBasi JOKyMEHTAIIUS.
JIOKyMEHTBI
BHEITHEIKOHOMUYECKOM
NEeSTETLHOCTH.

Tema 5. Texnomornn
JIOKYMEHTALlHOHHOT'O
obecrnieueHus ynpaBIeHusl.

Tema 6. Cuctemsl paboThI C
KOHq)HI[GHHI/IaHI)HBIMI/I
AOKYMCHTaMM.

Tema 7. ApxuBHoe
XpaHeHue. JKCIepTru3a
LIEHHOCTH JOKYMEHTOB.

Tewma 8. [lytn BHEIpEHMS
aBTOMATU3HPOBAHHBIX
CUCTEM
JIOKYMEHTAIlMOHHOTO
oOecrnieueHus yrnpaBiaeHUs

10

Tema 9. OcHOBHEBIE KJ1aCChHI
TUPAXKHO-3aKA3HBIX
aBTOMATU3HPOBAHHBIX
CHCTEM

10




Buabl y4eOHbIX 3aHATHI, BKIIOYAS
CaAMOCTOSITEJIbHYIO PA00Ty 00y4aromuXxcs, 4ac
Ne Pa3zpen/rema
n/n JAMcuunJIMHbI

KonTakTHas padora

Oo0masn
TPYAOEMKOCTH

CamocrosiTe/ib-
NpaKkTHYeCKue Has paboTa
3aHATHSA 00y4aromuxcst

=]
)
@
H
=)

JEKIUN

JIOKYMEHTAIMOHHOTO
obecrieueHus yrpaBIeHUs
10. | Tema 10. Kpurepuu 2 2 6
aHanm3a 10

ABTOMATHU3HPOBAHHBIX
CUCTEM
JIOKYMEHTAIMOHHOTO
o0ecrieyeHns yrpaBIeHUs
11. | Tema 11. Ananu3 2 2 6
XapaKTePUCTUK 10
aBTOMATU3HPOBAHHBIX
CUCTEM

JOKYMEHTAIHOHHOTO
o0ecrieYeHns yrpaBIeHUsS
12. | Tema 12. Onecnka 10 2 2 6
3P PEKTUBHOCTH BHEIPCHUSI

ABTOMATHU3MPOBAHHBIX
CHCTEM
JOKYMEHTAIHOHHOT'O
o0ecrnieueHus ynpaBIeHUs
Bcero 108 18 18 72

IK3aMeH 36 - - -
Hroro 144

4.2. ConepxxaHue pa3esioB IUCHUIIIHHBI
BBenenmne

CoBpeMeHHBIN 3Tam  OOIIECTBEHHOTO Pa3BUTHA, XapaKTEePHU3YIONIMiicA yTiayOJeHneM
SKOHOMHUYECKUX CBS3€d U POCTOM B3aMMO3aBHUCHUMOCTH TOCYAAapCTB, OOBEKTUBHO OOYCIOBIMBAET
HEMpPEePBIBHOE BO3paCTaHKe PO HH(GOPMAIIUHU B COIIMATEHOM U TEXHHYECKOM IPOIIECCE, B PEIICHUU
MI00aNBbHBIX MpoOseM. J[OCTHXKEHUs HayYHO-TEXHUYECKOTO Iporpecca BO MHOTHX OTpaciisax
obOecreuniii BO3MOXKHOCTh MPAKTHUECKON peanu3anuu uaer (opMUpOBaHUsS HH(DOPMAILIMOHHOTO
o0I1ecTBa.

B mHacrosiimee Bpemss uHGoOpMaius paccMaTpUBAeTCsl KaK pecype, KOTOpBIM, Kak H
TPAAUITMOHHBIC PECYPCHI: TPYyHd, OJHEPrus, TOJIe3HbIE HCKOMAeMble, - MOXHO J0OBIBATH,
nepepabaTbiBaTh, HCIONB30BaTh M PACHpOCTpaHATh. OJHUM W3 HANpaBlIEHUH HCTOIL30BAHUS
I/IHCbOpMaI_[I/IOHHI)IX nu KOMMYHI/IKaIII/IOHHI)IX TGXHOJ’IOI‘I/IfI B ICATCIBHOCTU OpFaHOB FOCy,)I&pCTBGHHOfI
BJIACTH, OpraHu3allMii W  TOPEeInpUsATHI  [BISIETCS  pa3BUTHE  CUCTEMBI  3JIEKTPOHHOTO
JIOKYMEHTOO00OpOTa, CTaHAAPTOB JIEJOMPOU3BOJICTBA H JIOKYMEHTOOOOpOTa. AKTyaJIbHOCTh
COBEpIIICHCTBOBAHUS TPAJAUIIMOHHOTO JIEJOMPOU3BOJCTBA OOYCIOBIUBAETCS HEOOXOAUMOCTHIO
NOBBIIIEHNS 3()PEKTUBHOCTH YIIpaBIEHYECKON NESTENbHOCTH, YCKOPEHHS ABM)KEHUS TOKYMEHTOB B
OpraHHW3aI, YMEHBIICHUS TPYAOEMKOCTH 00paboTku [MoKyMmMeHTOB. (Co3laHHas Ha OCHOBE
HepCHeKTI/IBHBIX I/IH(I)OpMaHI/IOHHBIX TGXHOJIOFPII;'I aBTOMaTI/I?,I/IpOBaHHaf{ CUCTCMa }IeHOHPOI/ISBOHCTBa
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JOJDKHA ~ TOBBICUTH ~ JCWCTBEHHOCTh  YIpPAaBIGHUS 32  CUeT  OOpa3oBaHMS  €OUHOTO
JOKYMEHTOOPUEHTHUPOBAHHOTO MH()OPMALMOHHOTO TMPOCTPAHCTBA, JAIOLIETO IOJb30BaTEISIM
cpeacTBa d3pPEeKTUBHON COBMECTHOM pabOTHI ¢ JOKYMEHTaMHU B JIIOOOM MECTE U B JII000E BpeMsl.

IIpenmer u CTpyKTypa IUCLMIUIMHBI «J{OKyMEHTHPOBAHUE YIPABICHUYECKOU NEATEIBHOCTI.
Poms  nmokymeHTOOOOpPOTa B YNPaBICHHUH  MPEANPUATHEM.  3HAYCHHUE  JTUCLUILIMHBI
«/lI0OKyMEHTHpOBaHHE YIPABICHUYECKON JEATENbHOCTHY» B IOArOTOBKE CIIEHMANUCTa B 001acTH
MeHeKMenTa. COBpeMEHHOE COCTOSIHUE JIOKYMEHTAIMOHHOTO 00ECTICUeHUs! YIIPABIICHUSL.

Tema 1. [lokyMeHTHPOBaHMeE YIIPABJIEHYECKOH AesTeJbHOCTH. TpedoBanus K
0(h)OpMJIEHNIO TOKYMEHTOB.

l'ocynapcTBeHHas cucrema AOKyMeHTarmoHHoro obecrnieuenus ympasienus (I'CAOY) - cBox
IpaBW, YCTaHABIMBAIOIIUE €AWHBbIE TPEeOOBaHMSA K JIOKYMEHTHPOBAaHMIO YIIPABIEHYECKON
JEATETIbHOCTH M OpraHu3alui paboThl C JOKYMEHTaMH Ha MPEINPHATHAX Pa3IdYHBIX OpraHu3a-
IIMOHHO-TIPaBOBbIX (hopM. CocTaB yIpaBieHUECKUX JOKyMEHTOB. [IoHATHE CHCTEM IOKyMEHTAalUH.
QOyHKIMOHAIBHBIE M OTPACIEBBIE CHCTEMbl JOKYMEHTAIMM. YHUQHUKAIUS M CTaHAApTU3ALMSA
YIPaBICHYECKUX TOKYMEHTOB. PeraMeHnTanys JOKyMEHTUPOBaHNs YIPaBICHUECKON NESTEIbHOCTH.
[TocrosiHHbIe 1 TIEpeMEHHbBIE PEKBU3UTHI U IpaBiIa UX oopmiteHHs. bianku 1 popmMaTsl JOKyMEHTOB.
@opmynssp — o0pasel] JIOKyMeHTa. YTJIOBOE U TPOAOJIbHOE DPACIOJIOKEHUE PEKBU3UTOB.
YuaugunuposanHas popma JOKyMEHTa.

Tema 2. CucreMa OpraHu3alMOHHO - PACIIOPAAUTEIbHON TOKYMEHTALMH.

Cucrema OPJl. OcoGeHHOCTH M XapaKTepHbIE YEPThl OPraHU3ALMIOHHO-TIPABOBBIX JIOKYMEH-
ToB. CocraBieHue ¥ O(GOpMIIEHHME OCHOBHBIX OPraHM3alMOHHO-NPABOBBIX JOKYMEHTOB: YCTaB,
JOJDKHOCTHAsI MHCTPYKILIMS, IIPaBUjIa BHYTPEHHETO TPYIOBOIO PACHOPSKA, IITATHOE pacluCaHue,
TI0JI0’KEHHE O CTPYKTYPHOM IOJPa3ACICHUH.

PacniopsaurensHas nokyMeHTanus. [IpyuHIUIBI COCTaBIEHUS, CTaAUU TOArOTOBKH, BUSUPOBAHUS
U HOJINHUCAHUS PACIOpsAUTENIbHBIX J0KyMeHTOB. CocraBiieHne U oopMiIeHHEe PaclopsAUTEIbHBIX
JIOKyMEHTOB: IIPHKa3bl, PACHOPSKEHUS, IOCTAaHOBJICHUS], YKa3aHHsl, PEILICHHS.

CnpaBo4YHO-UH(OPMALIMOHHBIE JJOKYMEHTBI: akT, JOKJIajaHas (cay)keOHas) 3alucka, CIpaBKa,
NPOTOKOJI, CBOJKA, Ciy>keOHOe mucbMo. OcoOEHHOCTH O(OpPMIICHHUS, PA3HOBUIHOCTU M TOPSIOK
COCTaBJIeHUsI aKTOB. [lOpsiIOK coOCTaBiIeHUs aKTOB CBEPKU pPACUYeTOB MEXIy JeOuTropamMu U
kpenutopamu. llpaBuiia npoBeneHHs] COBEIIAHWM KOJUJIETMAIBHBIX OpraHoB, COCTaBJICHHE U
oopmIieHre MpoTOKOIA.

Ciyxebnble cbMa. Kinaccudukaiys KoppecoHAeHIMN; UHUIIMAaTUBHASL U OTBETHAS JIEJI0Bas U
KOMMepuecKast. SI3bIK ¥ CTHIIb JIeTIOBON KOppeCTIOHieHIMH. TUIoBbIe U TpadapeTHbIE EIOBbIE TUChMA.
WHunmaTvBHBIE U OTBETHBIE CIyKeOHbIe IrcbMa. [IrcbMa 3ampochkl U MMChbMa OTBEThI OpraHU3aIMi-
KpeAUTOPOB. THUIOBBIE rapaHTUIHBIE TChMa OT OpraHU3alMil (rapaHTOB)

[InannpoBaHue AeSTENBHOCTH YUPEKACHUS - BaXKHEHNIAs (YHKLUS YIPaBICHUs, TO3BOJISIOLIAs
crenarb paboTy yUpeXIeHHs MakCUMalibHO 3(¢eKTUBHOM. OCOOEHHOCTH IUTAHOBBIX JIOKYMEHTOB.
[TnaHOBbIE TOKYMEHTHI: IU1aH, EPCIIEKTUBHBIN IJ1aH, IporpaMmma, rpaguk, CXeM reHepajibHas cxema.
OrtpacneBble 1ulaHbl U nporpamMMbl. DoOpMBl OTUETHOW JOKyMeHTalMu. OTYeTHass W OTYETHO-
CHpaBOYHAast JOKyMEHTALHS.

Tema 3. JlokyMeHTHPOBaHHE TPYAOBBIX NPABOOTHOIICHMIT

JlokymMeHTupoBaHrEe paboThl ¢ nepcoHanoM. [loHsATHE M CTPYKTypa MEepCOHATBHBIX IAHHBIX.
TpeGoBanus k 00pabOTKe U Nepeade NepCOHATBHBIX TaHHBIX. CTPYKTypa KaJpoBoi 1 (hOPMAIIMOHHO
- JIOKyMEHTAllMOHHOM CUCTeMBL. XapaKTepUCTHKAa KOMIUIEKCOB KaJpOBOM JOKyMEHTAIUH.
YaudummpoBanHeie (HOpMBI MPUKA30B M0 JTUYHOMY COCTaBy. JlOKyMeHTalust 1Mo ydery pabodero
BpPEMEHH UM PacueToB € MEPCOHANIOM IO oriare Tpyaa. [IpaBuna BeneHus Tpya0BbIX KHIKEK. CocTaB
NpoLEAYp U JOKYMEHTHPOBAHHE INpPHEMA, MEPEBO/A, YBOJIBHEHMS NepcoHana. [Ipouecc 3ammTel
MEPCOHANBHBIX JJAHHBIX B KaJIpoBoi ciryk0e. OCOOEHHOCTH XpaHEHUs KaJIpOBOM JOKYMEHTALUH.

Tema 4. J/loroBopHO-TIpaBoBasi JOKyMEHTALMSA.
JloKyMeHTbI BHEIITHEIKOHOMHUYECKOM 1eITeIbHOCTH

OcobOeHHOCTH cOCTaBIEHUsI U OQoOpMIIeHHs J0roBopoB. PazHoBuaHocTH moroopos. Co-
rnamenue. KosiekTuBHBIN T0roBOp, TPYA0BOM JOTOBOpP. [[oroBOp mMOCTaBKM, apeH 1bl, OKa3aHUS yCIYT.
PexBu3uTHI 10roBOpa M NpaBuiIa X pErUCTPALIUU.

JIoKyMeHTBI, OQOPMIISIOIIME BHEIIHETOproBble caenku. Crenudukanmyu, KOHOCAaMEHTHI,
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KOHTpakThl. KoMMepueckas mepenucka BO BHEITHEIKOHOMUYECKOH nesitenpHOCTH. HazHaueHue u
odopmIIeHIE KOMMEPUYECKHX ITUCEM B 3apyOeKHOM MPaKTHKE.

[Iperensnonnsle JAOKyMeHTHI. KanmoObl, oOparieHus, NpemioxKeHus rpaxaad. Jleronpous-
BOJICTBO I10 TUCbMEHHBIM OOPAILICHUSIM IPAXKIaH.

Tema 5. TexH0JI0TNH TOKYMEHTALHOHHOI0 00ecreyeH sl yIpaBJeHHs

Opranuszanus 1okymMeHTooOopota. [loHsTHE IOKYMEHTOOOOpOTa, €ro KOJIMYECTBEHHbIE U
KAQUECTBEHHBIC XaPAKTEPUCTHKU. TEXHONOrWH OOpabOTKM BXOISIIMX, BHYTPEHHHX W HCXOISIIMX
JOKyMeHTOB. OntuMu3zanus JOKymMeHTooOopora. Perucrpamms nokymeHtoB. dopmbl U mpaBuiia
peructparmu. KoHTponb ucnosHeHus: AokyMeHToB. DyHKIMM, 3amaud U Lesnu KoHTposisi. Cpoku
UCIIOJIHEHUST JOKYMEHTOB. EnuHbIE W JeTaJbHO perjlaMeHTHPOBAHHBIE TMpaBWia paboThl €
YIIPaBJIEHYECKUMHU JOKYMEHTAMH B OpraHU3alllu.

Tema 6. Cucrema padoThl ¢ KOH(pHICHINAIBLHBIMH JOKYMEHTAMH

Pernamenranus coctaBa KOH(UAECHUMAIBHBIX CBEICHUH M JOKYMEHTOB. IloTOkM KOHOU-
JICHITNATIBHBIX IOKYMEHTOB. TexHoiornueckas cucrema 00padoTKi KOH(PHUICHIINATIBHBIX JIOKYMEHTOB.
dopmupoBaHue, 0pOpMIIEHHE U XPaHEHHE JIeJ1, COAEPKAIUX KOH(PHICHIUAIbHbIE CBEICHUSL.

Tema 7. ApXxuBHOe XpaHeHNH JOKYMEHTOB. JKCIIEPTH3a HEeHHOCTH J0KYMEHTOB

OnepatuBHOE, TEKyllee U IOCTOSIHHOE XpaHEHUe JOKyMeHTOB. CucremMaru3anus JOKyMEHTOB.
[Mpunnumner  popmupoBanus aen. OdopmieHne W BelIeHHE HOMEHKIATyphl Jjel. THUIOBBIE H
UHJUBUyalbHble HOMEHKIaTypsl nen. Omnucu gen. DopMbl HCIOIb30BaHUS JOKYMEHTOB U3
apxyuBHOro (oHAa opranuzauuu. OeHKa 3HaYMMOCTHU JIOKyMEHTA U CPOKOB UX XpaHeHus. [IpuHiumnb
Y KPUTEPUH OLIEHKH 3HAYUMOCTH. DKCIIEPTHBIE KOMUCCHUH.

Tema 8. IlyTu BHeApeHHs] AaBTOMATH3MPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI'0 00ecrie4eHusl yIpaBJIeHus.

CoBpemennbie o(huCHBIE MHPOPMAMOHHBIE TeXHOIOTHH. CTpareruu pa3paboTKy peau3aun
COBPEMEHHBIX MH(POPMALMOHHBIX TEXHOJIOTHH B YIpaBlIeHUECKOH AesTenbHOCTH. Llenu cozmanus u
BHE/IPEHUSI KOMIUIEKCHBIX CHCTEM aBTOMAaTHU3aLUM JOKYMEHTAllMOHHOTO OOECIEUEHUs YIPaBJICHUS.
@DyHIaMeHTalIbHbIe TPUHIMIIBI CO3/IaHUs CUCTEM MH(POPMALIIOHHOTO 00eCTIeueHusl.

Tema 9. OcHOBHBIE KJIaCChI THPAKHO-32AKA3HBIX ABTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAIIMOHHOI0 00ecrie4eHUsl yIpaBJIeHus

OcCOoOEHHOCTH COBPEMEHHOIO pbIHKA IPOrPpaMMHBIX CHCTEM B OO0JIACTH aBTOMAaTU3alUU
JIETIONPOU3BOACTBA U TIOKYyMEHT0000poTa. COCTaB THITOBBIX BO3MOXHOCTEN KOMITBIOTEPHBIX IPOrPaMM
[0 aBTOMAaTH3allMM JIOKYMEHTAl[MOHHOro oOecrieueHusi ympapieHus. CTpyKTypHas cxema
ABTOMATHU3UPOBAHHOM CHUCTEMbI JIOKYMEHTAIIMOHHOTO OO€eCledeHHsl YIpaBleHHUs OpraHu3allvu.
Bo3MoXHOCTH cHCTEMBI TOJHOCTBIO PEAIM30BaTh MYJIbTUMENUACPENY sl XPAaHEHHs Pa3IMYHOTO
pozia NMPUIIOKEHUH, JOMOJHEHUH M WUTIOCTpAlMi K JOKyMeHTaM ((oTo-, ayauo-, BUIEeo(hOpMaThl).
XapakTepuCTUKa OCHOBHBIX aBTOMAaTHU3MPOBAHHBIX CHCTEM JIOKYMEHTAllMOHHOTO oOOecreueHHs
YTIpaBJIEHHUSI.

Tema 10. Kputepuu aHaiu3a aBTOMATH3HPOBAHHBIX CHCTEM
JAOKYMEHTAILIMOHHOI'0 00eCIieYeHNs YIIPABJICHHS.

AHanu3 aBTOMAaTU3UPOBAHHOW CHCTEMBI JOKYMEHTAIIMOHHOIO OOECIEUeHHs! YIPaBJICHUS Ha
OCHOBE (DYHKIIMOHAIBHBIX cucTeM. lIpuBereHHbIE K €IUHOMY BHIY (DYHKIMOHAJIbHBIE CXEMBI
ABTOMATU3UPOBAHHBIX CHUCTEM JIOKYMEHTAllMOHHOTo olecrieueHus ynpasieHus. Kpurepuu orneHku
ABTOMATHU3UPOBAHHOM CHCTEMBI JOKYMEHTAIIMOHHOTO 00eCHIeYeH s YIIPaBICHHUSI.

Tema 11. AHAIM3 XapaKTePUCTHK ABTOMATH3HPOBAHHBIX CHCTEM JOKYMEHTAIMOHHOTO
o0ecrieyeHusl ynpasJieHUs

MepormpusaTisi 1O BBIOOPY CHCTEM aBTOMATH3allMM JOKYMEHTAIHOHHOIO oOecrieueHHs
ynpaBieHus.  OCHOBHBIE  KAa4yeCTBEHHbIE  MapaMeTpbl  (YHKIMOHAIBHBIX  XapaKTEPUCTHK.
KonuuectBenHble 9KCIUTyaTallOHHBIE napameTpbl aBTOMATU3UPOBAHHON CHCTEMBI
JIOKyMEHTAIlMOHHOTo obecriedeHus ynpapieHus. CpaBHUTENbHBIA aHAIU3 aBTOMAaTU3MPOBAHHBIX
CHCTEM JOKYMEHTALMOHHOTO 00ECTIeUeHNs YIIPaBIeHHsL.

Tema 12. Ouenka 3¢(peKTHBHOCTH BHEAPEHUs] ABTOMATH3HPOBAHHBIX CHCTEM
AOKYMEHTAIIMOHHOTI'0 o0ecrieyeHNs1 yIpaBJieHus
OKkoHOMUuecKas 3 (PEKTUBHOCTb BHEAPEHNSI ABTOMATH3UPOBAHHBIX CUCTEM JIOKYMEHTALIOHHOTO

o0ecIieyeHHs YIIPaBJICHHUSA — 3TO KOJIHMYCCTBCHHAsA CTOMMOCTHAA OLICHKA 3(1)(1)GKT3 OT MPOBCIACHUA
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MEpPOIPUSITHIA TI0 aBTOMATH3aIMK MH()OPMALMOHHOTO 00ECTIeYeHHsI OpraHu3atiyi. MeToIuKu pacuera
3 PEKTUBHOCTH MO0 BHEAPEHUIO ABTOMATH3MPOBAHHBIX CHUCTEM JOKYMEHTAIMOHHOTO OOeCTieYeHUs
yIpaBJIECHHUS.

4.3. [IpakTuyeckue 3aHATHS / J1a0OpaTOPHbIE 3aHATHUSA

3ansatue 1. | Tema 2. Cucrema OpraHU3aIMOHHO-PACTIOPATUTEIILHON TOKYMEHTALIUH.

3ansitre 2. | Tema 3. JJOKyMEHTHPOBAHHE TPYIOBBIX IIPABOOTHOLIEHHH.

3ansite 3. | Tema 5. TeXHOJIOIWH IOKYMEHTALMOHHOTO O0ECTICYEHHS YIIPABJICHHUS.

3anstue 4. | Tema 6. CucreMsl paboThI C KOHPHUICHITMATEHBIMH JOKYMEHTAMH.

3ansite 5. | Tema 8. ITyTu BHEIPEHHUS aBTOMATH3UPOBAHHBIX CHCTEM JOKYMEHTALMOHHOIO
o0ecrieueHus1 yIpaBlIeHUs

3ansitre 6. | Tema 9. OCHOBHBIE KJIACCHI THPKHO-3aKA3HBIX ABTOMATH3MPOBAHHBIX CHCTEM
JOKyMEHTALIOHHOTO 00ECIIeUEeHHs! YIIPABICHHS

3ansitue 7. | Tema 10. Kpurepun aHanmi3a aBTOMaTH3UPOBAHHBIX CHCTEM JJOKYMEHTALMOHHOTO
o0ecrieueHus1 yIpaBlIeHUs

3anstue 8. | Tema 11. AHanM3 XapaKTEPUCTHK aBTOMATH3UPOBAHHBIX CHCTEM JJOKYMEHTAIIMOHHOTO
o0ecrieueHuns yrpaBiIeHHs

3anstre 9. | Tema 12. Ouenka 5GeKTUBHOCTH BHEAPEHHS aBTOMATH3HPOBAHHBIX CHCTEM

JOKyMEHTAILIOHHOTO 0OECIIeUEeHNs! YIIPABICHHS

5. YueOHo-MeTOAMYecKoe 1 MH(OPMAIITHOHHOE 00ecTiedeHue TN CIUTIINHbI

5.1. OcHoBHas IMTEpaTypa

1. bacakos, M.1. JlokymeHTanoHHo€e oOecnieueHue ynpanieHus: (LlenonpounsBoacTso)
: yueObnuk / M.U. bacakos. - 2-¢ u3n., ucn. u gon. - PocroB-Ha-{ony : U3garenbctBo «DEeHUKCY,
2013. - 352 ¢ : wun. - bubmmorp. B kH. - ISBN  978-5-222-20053-7,

URL: http://biblioclub.ru/index.php?page=book&id=271490
2. Opra#uzanuss ¥ TEXHOJIOTHS JIOKYMEHTAIIMOHHOTO OOECIeUeHUsl YIPaBIICHUS

3NIeKTpoHHOEe yuyeOHoe mocobue / coct. C.E. Mumienns ; MuHUCTEpCTBO 00pa3oBaHUsA U HAYKU
Poccuiickoit  ®eneparuu, dDenepanbHOE TOCYAapCTBEHHOE OIOKETHOE 0O0pa3oBaTEIbHOE
yupexJieHue Bbiciiero obpa3zoBanusi «KemepoBckuii rocyqapCTBEHHBIM YHUBEPCUTET», NHCTUTYT
uctopuu u 1ap. - Kemeposo : KemepoBckuii rocynapctBeHHblii yHuBepcurer, 2017. - 478 c. -
bubnuorp. B KH. - ISBN 978-5-8353-2149-0 ; -
URL: http://biblioclub.ru/index.php?page=book&i1d=481592

5.2. lonosHuTEbHAS JIUTEPATYypa

1. KynsieB, H.H. J[lokymenroBenenue : yueOHuk / H.H. Kynses, [I.H. VYpanos,
A.T". ®abpuunos. - Mockaa : Jloroc, 2011. - 178 c. - (HoBas yauBepcuteTckast ouonuoreka). - [ISBN
978-5-98704-329-8 ; To xKe [DNeKTpOHHBIN pecypc]. -
URL: http://biblioclub.ru/index.php?page=book&i1d=84880

2. SlaxoBuy, 1. A. /lenonpous3BoacTBO B KapoBoii ciyxko6e : yueOHuk / 1. A. SIHkoBUY. —
Mocksa : FOnuTu-/lana, 2017. - 161 C. : CXEM., TaoI. — URL:
https://biblioclub.ru/index.php?page=book&id=685463

5.3. JInneH3noHHOE MPOrpaMMHoe odecrevyeHue
Microsoft Windows 10 Pro
Microsoft Office 2007

N —

5.4. CoBpemeHHble mpodeccMOHATBbHBIE 0a3bl JaHHBIX W HMHGOPMAIUOHHBbIE
CNPaBOYHbIE CHCTEMBI
1. KomnstoTepHbie HHPOPMAITHOHHO-TIPABOBbIE CUCTEMBI «KOHCYIBTaHT»


http://biblioclub.ru/index.php?page=book&id=271490
http://biblioclub.ru/index.php?page=book&id=481592
http://biblioclub.ru/index.php?page=book&id=84880

http://www.consultant.ru, «["apant» http://www.garant.ru.

2. OdunmaapHbI HHTEPHET-TTOPTAT TPaBoBOM nHpopManuu http://pravo.gov.ru.

3. Ciy»x0a TeMaTHYECKUX TOJKOBBIX cioBapeit http://www.glossary.ru/

4. lleHTp KOMIIETEHIIMU IO BOTIPOCaM JIOKyMEHTAIIHOHHOTO 00CECIICYCHHUST YIIPABICHHS U aPXUBHOTO
nena, « QHIMKIONEANS IeIonponu3BoacTBay http://www.edou.ru/enc/

5. Hayunas snektponHas 6ubnmoreka http:// www.elibrary.ru

6. ObC «YHuBepcuteTckas 6nbnanoreka onnaitn» https://biblioclub.ru/index.php

7. AIMAHHUCTPATUBHO-YNPaBICHYECKHUI mopTai http:// www.aup.ru/

6. MaTepI/IaJILHO-TeXHH'leCKOC o0ecneyeHue AUCHHUIIIMHBI

1. JlexumoHHas ayauTopus, ayauTOPHsl MJid TPYIIOBBIX M WHIMBUIYAJIbHBIX KOHCYJIbTAIUH,
OCHAII[EHHAs] KOMIUIEKTOM MeOenu Juisi y4eOHOro mpoliecca, Y4eOHOU IOCKOW, MEepCOHAIBHBIM
KOMIIBIOTEPOM, IIA3MEHHOM MaHEbIO.

2. Aynuropusi A NPOBEACHUS MPAKTUUYECKUX U CEMHHAPCKUX 3aHSATUN, TEKYILIEro KOHTPOJIS U
MIPOMEKYTOYHON aTTeCTalliy, OCHAIIICHHAS KOMILJIEKTOM MeOeH Ijisi y4eOHOro mpoiiecca, yueOHou
JIOCKOM, IEPCOHAIBHBIM KOMITBIOTEPOM, IIJIA3MEHHOW MTAHENBIO.

3. AynuTopus JUisi CaMOCTOSITeNIbHOM paboThl CTYAEHTOB, OCHAIIEHHAs KOMILJIEKTOM MeOenu s
y4eOHOro Tmpolecca, y4eOHOM JOCKOW, MEepPCOHAIBHBIMU KOMIIBIOTEPAMU C BO3MOXKHOCTBIO
MOJKIIIOUeHUS K ceTH «IHTEepHET» U IOCTYNOM K 3JIEKTPOHHON HHPOPMAIIMOHHO-00pa30BaTeIbHON
cpene YHUBEpPCUTETA.

7. MeToauuecKue PEKOMEHIAUHU IO OPraHu3aliu U3yYCHUSA TUCHUIIJINHBI

7.1. MeToanyecKue peKOMeHIAIUH NPeNnoiaBaTes o

JlanHbli pa3zen Hacrosiied paOoueill mporpamMMbl NpeAHA3HAYEH JJIs HAYMHAIOIIMX
npenoaaBaresiell U CrieluaiiCcTOB-IIPAKTUKOB, HE UMEIOIINX OIbITa MPEN01aBaTEIbCKONW padoThlI.

JucummmHa — «/loKyMEHTHpOBaHME  YIPABJIECHYECKOW  NEATENBHOCTH»  SIBISETCS
JTUCITUTUINHON, (hopMupyrotiel y ooydarommxcst yactuaao komnerennuto [1K-2, TTIK-7. B ycnoBusix
KOHCTPYUPOBaHMsI 00pa3oBaTeIbHBIX CHCTEM Ha NPUHIMIAX KOMIIETEHTHOCTHOIO IMOAX0Ja
IIPOM30LLIO KOHLIENITYaJIbHOE U3MEHEHHUE POJIM NIPENOoJaBaTelis, KOTOPBIM, HApSALY € TpaJAULMOHHON
pOJIbI0 HOCUTENs 3HaHUM, BBINOJIHSAET (YHKIHUIO OpraHu3aTopa Hay4YHO-TIOMCKOBOM paboThI
oOyuyarolierocsi, KOHCyJbTaHTa B IPOIeAypax BbIOOpa, 00pabOTKK U MHTEpIIpETAllMM UH(DOpMAaLIUH,
HEOOXOIMMOM JJIs1 MPAKTUYECKOTO JAEHCTBUS U JaTbHEUIIEro pa3BUTHUSA, YTO JIOJKHO 00s3aTEIbHO
YUUTHIBATbCSl TMPU NPOBEACHUM JIEKUIMOHHBIX W MPAaKTUYECKUX 3aHATHH N0 JUCLUIUINHE
«JloxkymMeHTHpOBaHNE yIIPaBIEHUYECKON AESITEILHOCTI.

[IpenonaBanme  TEOpeTUYECKOro  (JEKIIMOHHOIO)  Marepuajga 10  JAUCIUIUIMHE
«/lokymMeHTHpOBaHHE  YIPaBIECHUYECKOM  AESITEIBHOCTH»  OCYLIECTBIAETCS  HA  OCHOBE
MEXIUCUUIUIMHAPDHOM HHTErpallid M YETKUX MEXKIUMCUUIUIMHAPHBIX CBSI3ed B paMKax
o0pa3oBaTeNbHON MIPOTrpaMMBbl U y4eOHOTo TuIaHa 1o HanpasieHuo 38.03.02 MeHeKMeHT.

[TonpoOHOE conepkaHWe OTHENbHBIX pa3feNoB JTUCHUIUIMHBI  «JlOKyMEHTHpOBaHUE
yIpaBJIEHYECKOH 1eSTEeNbHOCTHY paccMaTpuBaeTcs B 1.5 pabodeit mporpaMMel.

MeTtouka onpeieleHtsi UTOTOBOTO CEMECTPOBOIO PEHTHHIA 00yYaroIIerocs 1o JUCIUILINHE
«/lokyMeHTHpOBaHNE YIIPABIEHUYECKON JESITENbHOCTH» IpeacrasieHa B coctae POC 1o
JUCIIUILIMHE B T 8 paboueil IporpaMMBl.

[TpumepHBIE BapHaHTHI TECTOBBIX 3aJaHUN JJI TEKYILEro KOHTPOJI U IEPEUYEHb BOIPOCOB K
HK3aMEeHy MO JUCHMIUIMHE TaK)Ke MPEJCTaBIEHbI B 1T § paboueil mporpamMmal.

IlepeueHp OCHOBHOM M JIOMOJHUTEIBHOM JUTEPAaTYphl M HOPMATHUBHBIX JOKYMEHTOB,
HEOOXOJUMBIX B XOJ€ IMpernojaBaHusl TUCHUIUIMHBI «J{OKyMEHTHpOBaHHE yMpaBICHUYECKON
NesITeIbHOCTH», TMpHBEJIeH B M.8 Hacrosmiedl paboueil mporpammsl. IIpemomaBaremto ciemyer
OpPUEHTUPOBATh OOYYAIOIIMXCS HA WCIOJIb30BAHUE MTPH MOJATOTOBKE K MPOMEXKYTOUHOM aTTecTaliuu
OPUTMHAJILHOM BEPCUY HOPMATHUBHBIX TOKYMEHTOB, IEHCTBYIOIIMX B HACTOSALIEE BpEMSI.

7.2. MeToan4eckue yKa3zaHus 00y4ar0IIuMCs


http://www.garant.ru/
http://pravo.gov.ru/
http://www.glossary.ru/
http://www.edou.ru/enc/
https://biblioclub.ru/index.php
http://www.aup.ru/

[Tomydyenue yrioyOJIeHHBIX 3HAHWWA 1O JUCIHMIUIMHE JOCTUTAeTCS 3a CYET AaKTUBHOMN
CaMOCTOSTEIIbHONW PaboThl oOydJaronuxcs. BeimenseMbie gachl 11€71€C000pa3HO HCIIOIb30BaTh IS
3HAKOMCTBA ¢ Y4eOHOH M Hay4HOU JTUTEpaTypOil Mo MmpodiieMaM TUCIUIUIMHEI, aHATN3a HAayYHBIX
KOHIIECIIINI.

B pamkax TUCIUIUIMHBI PEAYCMOTPEHBI PA3IMYHbIC ()OPMBI KOHTPOJSI YPOBHS JOCTHKCHUS
00y4JaronMMuUCSs 3asBJICHHBIX HHANKATOPOB OCBOSCHUS KOMIETeHINI. DopMa TeKyIero KOHTPOJIS —
aKTUBHAs paboTa Ha MPAKTUYECKUX 3aHATHUSIX, MOATOTOBKAa pedepara m TectupoBanue. Dopmoit
MIPOMEKYTOYHOTO KOHTPOJISI 1O JAaHHOM JHCIMIUIMHE SIBJISETCS OK3aMEH, B XOJIe KOTOPOTo
OIICHUBACTCA YPOBEHb JOCTIDKCHUS OOYyYarOUIMMHUCS 3asBICHHBIX HMHIUKATOPOB OCBOCHUS
KOMIICTCHITHH.

MeToau4yecKre YKa3aHHUsA 10 OCBOSHHIO JUCIUAIINHEL.

JIEKIIMOHHBIE 3aHATHS MPOBOJSATCS B COOTBETCTBHHM C COJCpPKAHUEM HACTOsIIed paboueit
MIPOrpaMMbI U MPEJCTABIISAIOT COOOM M3JI0KEHNE TEOPETUUECKUX OCHOB JTUCIIUIUIUHBI.

[Tocelenre IEKIMOHHBIX 3aHATHH SBIISIETCS 00S3aTE€ILHBIM.

KoHcriekTupoBaHue JEKIIMOHHOTO Marepuajiga JOIMyCKaeTcsl KaK IMHChbMEHHBIM, TaK H
KOMITBIOTEPHBIM CIIOCOOOM.

PerynspHoe moBTOpeHHE MaTepHaia KOHCIEKTOB JICKIIMH MO KaXJAOMYy pasliely B paMKax
MOJATOTOBKHA K TEKYIIUM (hOpMaM aTTECTAMH IO JUCIMIUIMHE SBISCTCS OJHUM W3 BAKHEHIIMX
BUJIOB CAaMOCTOSITENIbHOM paboThl CTyZICHTa B TEYCHHE CEMECTpa, HeOOXOIUMOM i1 Ka4eCTBEHHOMN
MOJITOTOBKH K MPOMEKYTOYHOH aTTECTAIUH 110 JTUCIUTIINHE.

[TpoBeneHne NPaKTUUYECKUX 3aHATHHI MO AUCHUILINHE «J[OKyMEHTHpOBaHUE yNpaBICHUECKON
JESITSIIBHOCTHY OCYIICCTBIISICTCS B CIICAYIOINUX opMax:

— aHajaM3 MNpaBoBOM 0asbl, pErIAMEHTUPYIOLIEH MAEATeNbHOCTh OpraHu3alUil pa3IuYHbIX
OpraHU3al[MOHHO-TIPABOBBIX (POPM;

— OIpOoC IO MaTepHaliaM, PacCCMOTPEHHBIM Ha JIEKIUAX U HM3YYCHHBIM CaMOCTOSITEIIBHO IO
PEKOMEHI0BAaHHOM JTUTEpaType;

— PCHICHUC THUIIOBBIX PACUYCTHLIX 3aJia4 110 TCMaM;

— aHanM3 ¥ 00CYXIeHHE MPAKTHUECKUX CUTYAIUil 10 TeMaM.

HOCCHIGHI/IG IMPAKTUYCCKUX 3aHSTHU U aKTUBHOE Y4aCTHUC B HUX SABJIACTCA 00s13aTEeIbHBIM.

[ToaroTroBKa K MPaKTUYECKUM 3aHITHSIM 00s3aTeNIbHO BKJIIOYAET B ce0s M3yUeHHE KOHCIIEKTOB
JICKOMOHHOT'O MaTcpHraia u peKOMeHI[OBaHHOI\/’I JIMTCPATYPhI AJId aACKBATHOI'O IMMOHUMAaHUA yCIOBUA
U criocoba perieHusl 3aJaHnid, 3alIaHUPOBAaHHBIX MPEnoAaBaTelieM Ha KOHKPETHOE MPaKTHUYeCKOe
3aHsTHE.

MGTO}II/ILIGCKI/IG YKa3aHuiAa 110 BBIITOJTHECHHUIO PA3JINIHBIX d)ODM BHG&V}IHTODHOﬁ
CaMOCTOSTENLHON PabOTHI

I/ISVLIGHI/IG OCHOBHOH WM I[OHOJ'IHI/ITGJ'II)HOI\/JI JJUTCPATYPBI, a TAKXEC HOPMATHUBHO-IIPABOBLIX
TOKYMEHTOB O JUCHUIUIMHE MPOBOIMUTCS Ha PEryJsipHOM OCHOBE B pa3pe3e KaxAoro pasieia B
COOTBCTCTBUH C NPUBCACHHBIMU B mn.5 pa60qel71 nporpamMmmbl pCKOMEHAAIUAMUA IJId ITOATOTOBKU K
MPOMEKYTOUHOM  aTTeCTalMd 1O  JUCUUIUIMHE  «J[OKYMEHTHpOBaHHWE  yIPaBJIEHUYECKOU
nesTeNibHOCTH». CUCOK OCHOBHOM M JIOTIONIHUTENBHON JINTEPATYPhl U 00A3aTEIbHBIX K U3yUEHUIO
HOPMAaTHUBHO-TIPABOBBIX JOKYMEHTOB M0 MAWCIMIIMHE TpUBENeH B 1.7 Hacrosieid pabodeit
mporpaMMal. CnenyeT OTAaBaTb MPCANOYTCHUC HU3ZYUYCHHUIO HOPMATHBHBIX AOOKYMCHTOB IIO
COOTBETCTBYIOIIUM pa3zjenaM AUCIHUIUIMHBI IO CPABHEHUIO C X aIallTUPOBAHHON MHTEpIpETaluen
B y4eOHOM UTEpaType.

Pemienue 3ajau B pa3pese pa3lenoB JIUCHMUIUIMHBI «/{OKyMEHTHpOBaHUE YIPABIECHYECKON
JESITEIIbHOCTHY SIBJISIETCSI CAMOCTOSITENIbHOM paboToi oOyyarorierocst B popMe JOMAIIHETO 3aaHUS
B CJIy4asix HEIOCTaTKa ay AUTOPHOTO BPEMEHU Ha MPAKTUUECKUX 3aHATHUSAX JUJIS pEeLIeHUs BCEX 3a/a4,
3allJTAHUPOBAHHLBIX MTPCTIOAABATCIIEM, ITPOBOAANIUM IMPAKTUYCCKUC 3aHATUA 110 JUCHUIIIIMHEC.

Meroanyeckue yKka3aHus 1o MOArOTOBKE K MPOMEXYTOYHOM aTTecTaluu

IIpomexxyTouHast arrecTtanps @O JUCHUILIMHE «/OKyMEHTMpOBaHME YIpaBIECHYECKON
JESTENILHOCTH» TMPOXOIUT B dopMe dKk3aMmeHa. [IpuMmepHBIid mepedeHb BOMPOCOB K AK3aMEHY IO
JUCHUITIINHE ((HOKYMGHTI/IPOBaHI/Ie ynpaBHqueCKOﬁ ACATCIIBHOCTH)) U KPUTCPUHU OLICHKHU OTBETA
oOydaromierocss Ha »dK3aMeHe JUIs Iielield OIEHKM JIOCTHDKEHUS 3asiBICHHBIX HHIUKATOPOB
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c(hOpMUPOBAHHOCTH KOMITETEHIIMH TpuBeneHbl B coctape POC mo aucuurianHe B 1 8 paboueit
IPOrPaMMBI.

OOyuaromuiicst JOMyCKaeTCsl K MPOMEKYTOUHOM aTTeCTAIlUU 10 JUCIHUILTUHE HE3aBUCHUMO OT
PE3yJIbTaTOB TEKYIIErO KOHTPOJIS.

8. ®oH O1IEHOYHBIX CPEICTB MO AUCHHUILIHHE

8.1. IlepeyeHb KoMIeTeHUMH ¢ yKa3aHueM 3TanoB ux (GopMHpPOBaHHMsS B Ipolecce
O0CBOEHHUS TUCUUILUINHBL. DOPMBI KOHTPOJIsI (POPMHUPOBAHUS KOMIIETEHH I

Koa n HNHauKaTopbl 10CTHKEHUS ITanel
HAHMMEHOBaHUe KOMIIETeHIIH U ¢popmupoBanus
N dopmMa KOHTPOJIA
KOMIIeTeH I i (pa3nenbl
JUCIMTIJIMHBbI)
[1K-2 Cnocoben HIIK-2.1 OcymectBiser
pa3paboTartb JIOKyMEHTallMOHHOE .
[IpomexxyTouHbIN
3P PEKTUBHYIO o0ecrieyeHrne CHCTEMbI OTLIaThI KOHTPOITH:
CUCTEM Tpy/Zla U CTUMYJIMPOBAHHUS ’
Y Py YIHPp 9K3aMEeH
CTUMYJIMPOBAHUS IepcoHaa .
Tekymmit
byza KOHTPOJIb:
[1K-7 Cniocoben HIIK-7.1 OcymectBuser onpoc Ha. Tewmsr 1-12
aHaJIN3UPOBATh, KOHTpPOJIb U
MPAKTUYECKUX
MJIAaHUPOBATH, JTIOKyMEHTHUPOBAHHUE yueTa
. 3aHATUSAX;
OLICHUBATh MOKa3aTeseu 1mno T u
A -1 1T TPYAY pedepar;
3¢ (HEeKTUBHOCTH 3apabOTHOM TJ1aTe
TECTUPOBAHUE
HCIIOJIb30BaHUS
KaJIPOBBIX PECYPCOB

8.2. [loka3aTesu 1 KpUTEPUHN OLCHUBAHUS KOMIIETEHIIUI NIPH U3YYEeHHUH AU CUMILIMHBI,
onucaHyue MIKAJ OeHUBAHUS
8.2.1 Kpurepun olleHKM 0TBeTa Ha IK3aMeHe

(popmupoBanue komnerenuuu [1K-2, [IK-7., uaaukaropst UT1K-2.1., UTIK-7.1.)

«5» (0TIIMYHO): O00ydJaroUMiics AEMOHCTPUPYET CUCTEMHBIE TEOPETUYECKUEe 3HaHuf,
MIPAKTUYECKHE HABBIKH, BJIAZIEET TEPMUHAMH, JI€JIAa€T apryMEHTUPOBAHHbBIE BBIBOJBI U 000OIIEHHUS,
IPUBOJIUT MPUMEPHI, NOKa3bIBa€T CBOOOJHOE BIJIAJICHME MOHOJOTMYECKOW PEeubl0 U CHOCOOHOCTh
OBICTPO pearpoBaTh Ha YTOYHSIOLINE BOIIPOCHI.

«4» (xopomo): OOyyaroUMiicss JOEMOHCTPUPYET MPOYHbIE TEOPETUYECKUE 3HAHMS,
NpPaKTUYEeCKHE HABBIKHU, BIIaJIeeT TEPMUHAMM, JEJIaeT apryMEHTHPOBAaHHBIE BBIBOJIBI U 0000IICHHUS,
HOPUBOAUT IMPHUMEpPHI, MOKa3bIBae€T CBOOOJHOE BIIAJCHHWE MOHOJIOTMYECKOH pEeuyblo, HO MPU 3TOM
JIeNlaeT HECYIeCTBEHHbIE OLIMOKHM, KOTOpble OBICTPO HCHPABISET CaMOCTOSTEIBHO WM TpHU
HE3HAYUTEJIbHON KOPPEKIMH ITPETIOJaBaTeIEM.

«3» (yn0oBJIeTBOPHUTEJIbHO): O0yUaIOLIUICS AEMOHCTPUPYET HErNIyOOKHE TEOPEeTHUYECKHE
3HaHMS, MposABIAET ciabo cOpMUpOBAaHHBIE HABBIKM aHalW3a SBJIEHUH U IPOIECCOB,
HEJ0CTaTOYHOE YMEHHE JeNlaTh apryMEHTHPOBAaHHbBIE BHIBOJIBI U MIPUBOJIUTH IPUMEPHI, TOKA3bIBAET
HE JO0CTaTOYHO CBOOOJHOE BIJIAJJIEHME MOHOJIOTMYECKON peublo, TEPMHHAMH, JOTHYHOCTHIO U
MOCJIEIOBATEIbHOCTBIO HM3JI0KEHUS, JeNaeT OIMMOKM, KOTOpble MOXKET HCIPAaBUTh TOJBKO IpPHU
KOPPEKLIUU IIPETIOAABATEIIEM.

«2» (HeyAOBJIETBOPUTEJIBHO): O0yUYaIOMIUNACSA JAEMOHCTPUPYET HE3HAHUE TEOPETHUYECKHX
OCHOB IIPEIMETa, OTCYTCTBUE IPAKTHMUYECKUX HABBIKOB, HE YMEET J€JlaTh apryMEHTHPOBaHHbBIE
BBIBOJIbI U TPUBOJIUTH IPUMEPHI, TOKAa3bIBAET CJ1a00e BiIaleHNEe MOHOJIOTHUECKOH peublo, HE BIIaJECET
TEPMHHAMHU, TPOSIBISIET OTCYTCTBUE JIOTUYHOCTH WU IIOCJIEIOBATEIbHOCTH W3JI0KEHUS, JIelaeT
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OI_[II/I6KI/I, KOTOPBIC HC MOXKCT HUCHPABUTH AAXKE NPU KOPPCKIUHU HNPCHOAABATCIICM, OTKA3bIBACTCA
OTBCUATbh Ha JOTIOJHUTCIIBHBIC BOIIPOCHL.

8.2.2 Kpurepum oueHkn padoTbl 00y4al0IIerocss Ha MPAKTUYECKUX 3AaHATHSIX

(popmupoBanue komnerenun [1K-2, I[1K-7., uaaukaropsr UT1K-2.1., UTIK-7.1.)

«5» (OTJIM4YHO): BBIIIOJHEHbl BCE IPAKTUYECKHE 3a/JaHus, MPEJyCMOTPEHHBIE
IPAaKTUYECKUMHU 3aHATUAMH, OOydarouuiics 4eTko U 0e3 OomMOOK OTBETHJI Ha BCE KOHTPOJIbHBIE
BOIPOCHI, aKTUBHO PabOTaJl Ha MPAKTHUYECKUX 3aHATHSIX.

«4» (X0pO1110): BBIITOJIHEHBI BCE IPAKTUYECKUE 3aJaHNUs, IPEAYCMOTPEHHBIE IPAKTUYECKUMU
3aHATUAMH, OOYYarOIIMICS ¢ KOPPEKTHPYIOIMMH 3aMEUYaHUsAMHU MPENoJaBareis OTBETUJ Ha BCE
KOHTPOJIbHBIE BOIIPOCHI, TOCTATOYHO AKTUBHO paboTall Ha MPAKTUYECKUX 3aHITHSIX.

«3» (yI0BJIETBOPHUTEJIBHO): BBIOJIHEHbI BCE NMPAKTHUUECKUE 33JaHUs, NPEIYyCMOTPEHHBIE
IPAKTUYECKMMH 3aHATHSAMM C 3aMEYaHHUSIMM IpEenojiaBarelis; oOydyarolIuiicss OTBETUJ Ha BCE
KOHTPOJIBHBIE BOIIPOCHI C 3aMEYaHUSMH.

«2» (Heya0BJIETBOPUTEJIBbHO): 00yYaIOLUICS HE BBIIOJHNI WU BBIIOJIHWI HENPABUIBHO
NPaKTUYECKHE 3a7aHuUs, IPElyCMOTPEHHbIE TPAKTUYECKMMHU 3aHATHAMM; 00yUarOIIUNACSA OTBETHII Ha
KOHTPOJIbHBIE BOIIPOCHI C OIIMOKAMH WJIM HE OTBETUJI Ha KOHTPOJIbHBIE BOIIPOCHI.

8.2.3 Kpurepum ouenku pedepara

(popmupoBanue komnerenuuu [1K-2, [IK-7., unaukaropst UI1K-2.1., UTIK-7.1.)

«5» (oTyIM4YHO): TeMa pedepaTa akTyallbHa U PaCKpbITa IMOJHOCTBIO; pedepaT MoAroTOBIEH
B YCTAHOBJIEHHBIH CPOK; O()OpMIIEHHE, CTPYKTypa U CTUJIb M3JIOKEHUS pedepara cOOTBETCTBYIOT
HpEebABIsEMbIM TpeOOBaHUAM K O(OPMIIEHHUIO JOKYMEHTA; pedepar BBIIOJIHEH CaMOCTOSTEIbHO,
IPUCYTCTBYIOT COOCTBEHHBIE OOOOILIEHMS, 3aKIIOUEHHs] U BbIBOJbI; IOATOTOBIEH JOKJAJ,
U3JIaraeMblii 0e3 NCI0JIb30BaHUsl ONIOPHOIO KOHCIIEKTA.

«4» (xopomo): Tema pedepara akTyalbHa, HO pacKkpblTa HE IIOJIHOCTbIO; pedepar
MOJIFOTOBJIEH B YCTAHOBJIEHHBIM CPOK; OQOpMIIEHHE, CTPYKTypa M CTUJIb M3JIOKEHMs pedepara
COOTBETCTBYIOT MHPEIbIBISIEMbIM TpPeOOBaHUAM K O(OPMIIEHUIO JOKYMEHTa; pedepar BHIIOIHEH
CaMOCTOSITENIbHO, MPUCYTCTBYIOT COOCTBEHHBIE 0000IICHNS, 3aKITFOUEHHs U BBIBOJIBI; TIOJrOTOBJIECH
JIOKJIaJl, U3J1araéMblii C UCIIOIb30BAaHUEM OIIOPHOIO KOHCIIEKTA.

«3» (ynoBjeTBOpHMTEIbHO): TeMa pedepara akTyalbHa, HO PACKpbITa HE MOJIHOCTHIO;
pedepar MOArOTOBIEH C HapyIIEHUEM YCTAHOBJIIEHHOIO CpOKa MpEJCTaBICHUS; O(pOpMIICHHE,
CTPYKTypa M CTHJIb U3JIOXKEHHUS pedepara HE B MOJTHOW MEpE COOTBETCTBYIOT NPEAbSBISIEMbIM
TpeOoBaHUAM K O0(OPMIICHUIO JOKYMEHTA; B LIEJIOM pedepar BHIIOJHEH CAMOCTOATEIbHO, OJHAKO
OUYEBHJHO HAJIMYKME 3aUMCTBOBAHUN 0€3 CChUIOK Ha MCTOYHMKH; MOJATOTOBJIEH JIOKJa/, U3JlaraeéMblil
C MCIOJIb30BaHUEM OIIOPHOTO KOHCIIEKTA.

«2» (HeylOBJIETBOPHUTEJBHO): TeMa pedepara akTyanbHa, HO HE pacKpbiTa; pedepar
HOJrOTOBJIEH C HApYIIEHWEM YCTAaHOBJIEHHOTO CpOKa IpeCTaBieHHUs; opopMIIEHHE, CTPYKTypa U
CTHJIb M3JIOXKEHHUs pedepaTa HE COOTBETCTBYIOT NMPEIbSBISAEMBIM TPEOOBaHUSAM K O(OPMIICHUIO
JIOKYMEHTa; B pedepaTe OUeBHIHO HAIMYHME 3HAUUTEIIbHBIX 00bEMOB 3aIMCTBOBaHM 06€3 CCHUIOK Ha
VCTOYHUKU; JOKJIAJ] HE TOJATOTOBJIEH.

8.2.4. Kputrepuu oueHKH TeCTUPOBAHMS

(bopmupoBanue komnerenuu [1K-2, I1K-7., uaaukaropst UTTK-2.1., UTIK-7.1.)

TecTupoBaHue OIEHUBAETCS B COOTBETCTBUHU C MPOIEHTOM IMPABUIBLHBIX OTBETOB, JTaHHBIX
00y4aronuMcst Ha BOIIPOCHI TECTa.

11



CrangapTHas mIKajga COOTBETCTBHS Pe3yJIbTaTOB TECTHUPOBAHUS BBICTABIIEMON OaIbHOU
OLICHKE:
- «OTJIMYHO» - CBBILIE 85% MPAaBUIBHBIX OTBETOB;
- «xopowoy» - ot 70,1% no 85% npaBUIBHBIX OTBETOB;
- «YJOBJIETBOPUTEIBHO» - OT 55,1% 110 70% npaBUIIbHBIX OTBETOB;

— oT 0 10 55% npaBUIBHBIX OTBETOB — «HEYAOBIETBOPUTEIILHO
«5» (OTJIMYHO): TECTUPYEMBIIl JEMOHCTPUPYET CUCTEMHBIC TEOPETUUYECKUE 3HAHUS, BIAZCET

TePMHHAMHU U 00J1a/1aeT ClIOCOOHOCTHIO OBICTPO pearupoBaTh Ha BOMPOCHI TECTA.

«4» (X0pom10): TECTUPYEMBIN B II€JIOM JEMOHCTPUPYET CUCTEMHbIE TEOPETUYECKUE 3HAHMUS,
BJIa/ieeT OOJBIIMHCTBOM TEPMHHOB M 00JIaJIa€T CIOCOOHOCTHIO OBICTPO pearupoBaTh HAa BOIPOCHI
TEecTa.

«3» (YyIOBJIETBOPHMTEJbHO): CHUCTEMHBIE TEOPETUUYECKHE 3HAHHUS Yy TECTUPYEMOTO
OTCYTCTBYIOT, OH BJIaJIC€T HEKOTOPHIMU TEPMHUHAMU U HA BOIMPOCHI TECTA Pearupyer JOCTATOYHO
MEJIEHHO.

«2» (HeyI0BJIETBOPUTEIbHO): CHCTEMHBIE TEOPETUYECKHUE 3HAHUA Y TECTHPYEMOIO
OTCYTCTBYIOT, TEPMHHOJIOTHEH OH HE BIIaJIEeT U Ha BOIIPOCHI TECTa pearupyeT MeJICHHO.

8.2.5. Hrorosoe coorBercTBHEe OAMJBHOH IIKAJAbl OLEHOK W  YPOBHeH

c()OPMHPOBAHHOCTH KOMIIETEHIWIi 110 JUCHMILIHHE:

YpoBenb
chopMHUPOBAHHOCTH Ouenka ITosicHeHnue
KOMIIETCHIINH

TEOPETUIECKOE COAEPKAHNE H MPAKTUIECKHUE HABBIKH 10

S JUCLHUIIIIMHE OCBOEHBI IIOJIHOCTHIO;

Bricokuii (oTmHO) BCE MPEYCMOTPEHHbIE TPOrpaMMOi 00yUYeHH s yueOHbIe
3a/laHuUs BBIITOJIHEHBI HA BBICOKOM YPOBHE;

KOMITETEHIIMU chOPMHUPOBAHBI

TEOPETUUECKOE COACPKAHUE U TPAKTUYECKHE HABBIKU 110

JUCLHUIIIIMHE OCBOEHBI IIOJIHOCTHIO;

Coemmii «» BCE MPEYCMOTPEHHBIEC IPOrpPaMMOi 00yUYeHUs YUeOHbIC
pea (xoporio) 3a/1aHuS BBITIOJTHEHBI v HE3HAUYUTEITHLHBIMA
3aMeUYaHUSIMH;

KOMIIETCHIIMH B LIEJIOM C(OPMHUPOBAHBI

TEOPETUYECKOE COJAEPKAHWE M NMPAKTUYECKUE HABBIKH

MO JUCIMIUIMHE OCBOCHBI YaCTHYHO, HO MPOOENBsl He
HOCSIT CYIIIECTBEHHOTO XapaKTepa;

Y 10BIETBOPUTENbHBIN «3» OOJIBIIMHCTBO MPELYCMOTPEHHBIX porpaMMon

(yRoBETBOpHTELHO) o0yueHHsT y4eOHBIX 3aJjad BBIIOJHEHO, HO B HHUX

HMEIOTCS OINOKM,

KOMIIETCHIMH ChOPMHUPOBAHBI YACTUYHO

TEOPETUIECKOE COJIEPKAHUE U MPAKTHUECKHE HABBIKU MO

JTUCIUIUIMHE HE OCBOCHBI;

OOJIBIITMHCTBO PEayCMOTPEHHBIX MIPOTpaMMOi

0o0y4eHunst yueOHBIX 3a/JaHui TUO0 HE BBITIOTHEHO, JIN00

COJICPXKUT TPyOble OITNOKH;

JIOTIONTHUTENBHAS ~ CaMOCTOsITeNbHAss  pabora  Hax

MaTepHajoM He NPUBOJHUT K KAKOMY-THOO 3HAUUMOMY

MOBBIIICHHUIO Ka4eCTBA BHITIOJIHEHHS yUeOHBIX 3aJaHNH;

KOMITETEHIIMU He ChOpPMUPOBAHBI

«2»

HeynoBnersopurenbHbIil
(HEeyIOBIIETBOPUTENHLHO)

8.3. Meroanyeckne Marepuaabl (TUIIOBble KOHTPOJbHbIC 3aJaHHs), ONpelesonue
pe3yJbTaThbl 00y4eHHs M0 JUCHHUIINHE, COOTHECEHHbIE ¢ HHAUKATOPAMH 10CTHKECHHSA

12



KoHTposbHbIE 3a1aHNs, IPUMEHSAEMbIE B PaMKaX TEKYILIEro KOHTPOJII U MPOMEKYTOUHON
aTTeCTaluy MO JUCLUUIUIMHE, HOCIT YHUBEPCAJIbHBIN XapaKTep U NPelyCMaTpUBAOT BO3MOXXHOCTh
KOMIUIEKCHOW OIIGHKM BCEro HaOopa 3asBICHHBIX 1O JaHHOM JMCIUIUIMHE WHIUKATOPOB
c(hOpMUPOBAHHOCTH KOMIIETEHIIUH.

8.3.1. Texymuii KOHTPOJIb (Pad0Ta HA NPAKTUYECKUX 3AHATHAX)
(popmupoBanue komnerenun [1K-2, I1K-7., uaaukaropsr UT1K-2.1., UTIK-7.1.)

IIpumeps! 3aJaHUi N/ NPAKTHYECKUX 3aAHATHI
3aoanue 1.
[IpencraBeTe, uyTo BBl paboTaere B KOMIIAHMHM PYKOBOJUTEIEM OT/ENa MpoJax. Bam HeoOXoanMo
COCTaBUTb JJOJDKHOCTHYIO HHCTPYKIIMM Ha BAKAHTHYIO JJOJDKHOCTh — MEHEIXKepa OT/Aesa POAaXK.
CdopmynupyiiTe OCHOBHBIC Pa3Ieiibl JOKHOCTHON HHCTPYKIIMH: KBaTU(UKAIIMOHHBIC TPEOOBAHUS,
JOJDKHOCTHBIE  O0S13aHHOCTH, OTBETCTBEHHOCTb, IIpaBa M B3aUMOOTHOLICHMSL. Odopmure
JIOJKHOCTHYIO MHCTPYKIIMIO CO BCEMH HEOOXOAMMBIMU PEKBU3UTAMU JIaHHOTO JIOKYMEHTA.
3aoanue 2.
Heo0xonumo 3anonuuts llTatHoe pacivcanue B COOTBETCTBUH € TPEOOBAHUAMHU, IIPEIBABIAEMbIMU
K OpraHU3alMOHHO-PACHOPSAUTENbHBIM J0KyMeHTaM (YHuduuupoBanHas ¢opma IltatHoro
pacrucanusi MpUIaraeTcs)
3aroHAIOTCS BCE PEKBU3UTHI.
3aoanue 3.
IIpencraBeTre, yTo Bl paboTaere B oTaene KaApoB opraHusanuu. Bam HE0OX0IUMO NOATOTOBUTH
IIPOEKTHI KAJPOBBIX TOKYMEHTOB
1. Ha ocHOBaHuM 3aKJII0YEHHOTO TPYAOBOro orosopa o npueme VMeanosa W.M. Ha nomkHOCTH
MEHEe[Kepa B Ballly OpraHu3aIiio ohOpMUTE MPHUKA3 10 JINYHOMY COCTaBy O IpHeMe Ha padoty (1o
yaudumpoBanHoii popme T No 1).
2. CocraBbTe M 0(popMHUTE XapAKTEPHCTUKY Ha COTPYAHUKA OTJENa KaapoB, MOIIMHCAHHYIO
PYKOBOJUTENEM JIAaHHOTO CTPYKTYypHOro mnojpasjesneHus. OpraHuszanuio, paMwing paOOTHUKOB
YKaXHUTE CAMOCTOSITEJIBHO.
3. CocraBbTe U 0popMHUTE 3asBIEHUE O MEPEBOAE Ha JPYryr paboTy, B KOTOPOM YKaKUTeE
CTPYKTYpPHOE TOJpa3/eleHue, JOIDKHOCTh, NpPU HEOOXOAMMOCTH — OCOOSHHOCTH B pabote
(HenonHBIN pabounii JeHb, MovyacoBas omaTta). Ha ocHOBaHMM 3asiBIEHHs] COCTaBbTE MpPHKa3 IO
yHuupoBanHoit popme T Ne Sa
3aoanue 4.
4.1. CocraBbTe pacnops’KeHue pyKoBOAUTENS 00 OpraHU3alMy JeKypCTBa B Mpa3IHUYHbIE 1HU C 31
nexabpss 2020 roma mo 10 suBaps 2021 roma. Ilpeanmoxkute 3aM. aupekropa mo AXY
(aIMUHUCTPATUBHO-XO3MCTBEHHAs! YacTh) OpraHu3oBaTh coTpyaHUKoB 31.12.2020 go 17-00 u
NPOBEPUTh U OledaTaTh Bce ClykeOHble momemieHus. OOsKUTe MOArOTOBUTH Ha YTBEPXKACHUE
rpaduk nexypcrsa no 31 nmekabpsa. Opranuzanuio u (QamMuwink JTOJDKHOCTHBIX JIHI] YKaKHUTE
CaMOCTOSITENIbHO.
4.2. B cooTBeTCTBUU ¢ YHU(DUIIMPOBAHHOM (HOpMOI IpHKa3a 0 MOOIIPEHUH paOOTHHUKA 3allOJTHUTE
BCE HEOOXOAMMbIE PEKBU3UTHI, BKJIIOYAsl OIITUCH.

8.3.2 Texkymmii KOHTPOJIb (MOATOTOBKA pedepara)
(bopmupoBanue komnetrenuu [1K-2, I1K-7., uaaukaropst UTTK-2.1., UTIK-7.1.)

IlpumepHas TemaTuka pedeparos:

1. JlIokyMeHTallMOHHOE 0OecrieueHne yIpaBlieHus, €ro 3a1a4u, QyHKIIUH.

2. Hopmatusasbie nokymeHnTtsl (ICAOY, TOCTrr). [loHsATHE CTaHIapTU3AINH U YHHPUKAIIH.
3. Knaccudukanus J0KyMEHTOB.

4.PeKkBU3UTHI YIIPABICHUECKUX JOKYMEHTOB. PEKBU3UTHI aBTOpa, UX OPOpPMIICHHE.

5. TpeboBaHuUs K TECTY TOKYMEHTA.

6. bnank. Buzp! 61ankoB. TpeGoBanus k 6J1aHKaM JIOKYMEHTOB.

7. Opranu3alvoOHHbIE JOKYMEHTBHI.
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8. PaciopsaurenpHble JOKYMEHTHI. [IprKa3bl 1o OCHOBHOM AesTeNbHOCTH. PacniopsikeHus.

9. UndopManinoHHO-CTIpaBOYHBIE TIOKYMEHTHI. JloKIaaHbIie, 00bsICHUTENbHBIC 3anmiCcKU. CIpaBKH.

10. AkTe1, ux Buabl. COCTaBICHUE aKTOB.

11. ITporokosl 3acenanuii, coBemanuid. [TonHas u kpatkas Gopmbl MPOTOKOJIA.
12. JlenoBas nepemnucka.

13. IokyMEeHTUpPOBaHHE MPOLIECCOB JABUKECHUS KaJIPOB.

14. ITpukassl 10 JMYHOMY COCTaBY.

15. JIluunoe 3asBineHue. BeneHue IMUHBIX KapTOUYEK.

16. TpynoBoii 10roBop.

17. Benenue TpynoBbix KHIKEK. OopMiieHne JINIHbIX Je.

18. Texnomorus paboThl ¢ TokyMeHTamMu. OpraHu3ainus J0KyMEeHTo00opoTa.
19. Perucrpauus 1OKyMEHTOB.

20. KoHTpoJIb UCTIOJTHEHUS IOKYMEHTOB.

21. Homenkinatypa nen. Cucremarusanus jen. @opMupoBaHue Aedl.

8.3.3 Tekymuii KOHTPOJIb (TECTUPOBAHNE)
(bopmupoBanue komnerenuu [1K-2, [1K-7., uaaukaropsr UT1K-2.1., UTIK-7.1.)
IIpuMepsI TeCTOBBIX 3a1aHU

PaCHOPHL[I/ITEJILHLIe AJOKYMEHTBI, OTPpakaromue pe3yjabrart KOJIJIETHAJIbHOI JAeATECJIbHOCTH

[] mpuka3, pacriopspkeHHe

[J pacmopspkeHune, yKazaHue

[ mocraHoBleHUE, PEIIEHUE

M mpoTokoi, aKkT

[ noroBop, ycTaB, COTJalicHUe

OCHOBHbIE PeKBH3HTHI IOKYMEHTA

M Tekcr, OTMETKA O MIPUIIOKEHUH

TEKCT, OTMETKA O MTPUIIOKEHHUH, JIaTa, HHEKC, 3ar0JIOBOK K TEKCTY

TEKCT, IpU( YTBEPIKACHHUS, TO/UCH, IEYATh

TEKCT, 3ar0JIOBOK K TEKCTY, OIMUCE, IPU( COracoBaHus, rpu( YTBEPKIACHHS, II€YaTh

ogoogod

TCKCT, agpecar, FpI/I(b YTBCPKACHHNA, BU3bI COITIACOBAaHU, ITIOAINUCH, I1€YATh

TEKCT, OTMETKA O MPUJIOKEHUH, TPHU() COTIIACOBAaHUS, BU3bI COTJIACOBAHUS, IpU() YTBEPKIACHUS

HopmaTuBHBII JOKYMEHT, perjiaMeHTHPYKOLIHH TpeOoBaHHs K 0(oOpM/IEHHI0 10KYMEHTOB

o0mero axMuHUCTPATUBHOrO ynpasiaenus (OP/I)
(] TOCT P 51141-98
L1 T'OCT 6.10.5-87
M TOCT P 7.0.97-2016
L ErCcaoy
(] MHCTpYKIWSI 1O ACTOMPOU3BOJICTBY
AKT M «rpU} yTBepKICHU»
aKT BCErJla yTBEPKIAeTCs PyKOBOAUTEIEM OpraHU3alun
aKT YTBEP K/IAaeTCs BHIILIECTOSIUM OPIaHOM YIIPaBJICHUS
YTBEPKAAOTCS TOJIBKO HEKOTOPBIE BUJIbI AKTOB
aKT HE UMEET «rpHuda yTBEPKIACHUS»
aKT YTBEPXKIaeTCsl, B 3aBUCUMOCTH OT PEIICHUS PYKOBOACTBA OpraHU3aluu
aKT YTBEp K/IaeTcsl, B 3aBUCUMOCTHU OT BBIIIECTOSIIIETO OpraHa yInpaBlIeHus
Cpok neiicTBUsI OPraHU3allMOHHO-TIPABOBBIX JOKYMEHTOB
O] or ogHOrO 10 HATH JET
M 1o MOMEHTa MX OTMEHBI
[ mo Tpex et
] mo mecaru ner
[V 110 BBE/IEHHS HOBBIX B3aMEH yCTAPEBIIMX

OooxOO

MarepunanbHbiii  HOcHTeIb HH(POPMANUM O COOBITHAX M SBJCHHAX O0OBEKTHBHOM

JAeHCTBUTEJHLHOCTH M MBICJIUTEJILHOM 1eATeJIbHOCTH YeJI0BeKa - ITO...
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Ipasunvhnvie sapuanmol omeema: JOKYMEHT; [lokyMeHT; HOKYMEHT;

Komnuieke MeTo10B 1 npoueccoB padoThbl ¢ JOKYMEHTAMH, OCYLIEeCTBJIsIeMbI peInpusaTHEM

NPH BBINOJHEHUH UM CBOMX (PYHKIMH - 3TO ....

[] moKyMEHTaMOHHOE O0eCIIeUeHUE YIIPaBICHHS

M nenonpousBoaCcTBO

[] cucrema JOKyMEHTAILMH

[ nokymeHTHpOBaHHE

[ moxymMeHTOOO0pOT

[l moxyMEeHTHpOBaHHUE yIPABICHYCCKON EITSILHOCTH

JloKyMeHTBI KiIaccupuuupyrores 1o rpugy Ha ...

OPHUTMHAJIbI, KOIUU U MOJAIMHHUKN

BHEUIHUE U BHYTPEHHUE

WH/AUBU/yallbHbIE, TUIIOBBIE U TpadapeTHble

PYKOIIMCHBIE, [I€YaTHBIE U AIEKTPOHHbBIE

OpraHU3alMOHHbIE, paCTIOPAIUTEIbHbBIE, CIPABOYHBIE

M koudumeHIMATBHBIE, OTPAHUYEHHOTO J0CTYIIAa U OTKPBITOrO MOJIB30BAHHS

IHocaenoBaTe IbHOCTH U3JI0KEHUS MOJI0KEHUI Y cTaBa npeanpusaTist

00IIKe TTOT0KEHUS

CBeJIeHUs 00 yCTaBHOM KaruTalie

OpraHU3allMOHHO-TIPABOBBIE OCHOBBI J€ATEIBHOCTH OpraHu3alun

OpraHbl yIpaBJIeHUs] U KOHTPOJIS, UX KOMIETEHIUS

[IpaBWJIa BEJICHUS YUE€Ta U OTYETHOCTU B OpraHU3alUU

HOPAAOK pacupeseneHus npuoblIn U GopMUpoBaHue GOHIO0B

0c00bI€ BOTIPOCHI JESITEILHOCTH OPTaHU3aluu

YCIIOBUS PEOPraHU3aALUU U JTUKBUAALUN

Jrtanbl padoThl ¢ BHYTPEHHUMH J0KYMeHTaMU

MOJIyYeHHE yKa3aHMs Ha pa3paboTKy 1OKyMEHTOB

pa3paboTKka mpoeKTa JOKYMEHTa

COI'JIACOBAHUE MPOEKTA TIOKyMEHTa

KOPPEKTHPOBKA TIOKYMEHTa, €r0 0(popMIICHHE

MIOJNACAHUE, YTBEPKICHHE

perucrpanys 1 THpakupoBaHHe

JIOBEJIEHUE J10 UCTIOTHUTENIEH

KOHTPOJIb UCTIOJIHEHUS JOKYMEHTA

IIPUEM HUCIIOJIHEHHOTO TOKYMEHTA, CHATHE C KOHTPOJIS

10: Tekyiiee apXUBHOE XpaHEHUE

KoHTpoJ1b HCIOJTHEHHS JOKYMEHTA OPraHu3yer

M cayxba 10Y

[l pykoBOAMTEIHN BCEX PAHTOB

L] cekperapuar

L] cmyx6a KOHTpOIIS

[] ompeneneHHOE AOKHOCTHOE JIUIIO

[l pykoBOAMTEN MPEANPHUITUS

OcHoBaHMeM /ISl IPeAbSIBJICHHUS NPeTeH3NH SABJISAIOTCH J0OKYMEHTbI

M komMepueckuii akT, cepTU(UKAT Ka4ecTBa, JOrOBOP, aKT MIPUEMKH TOBapa, TPeOOBAHHS

[] ceprudukar kauecTBa, J0roBOp, aKT MPUEMKH TOBapa, TPeOOBAHHUS

[ komMmepueckuil aKkT, cepTU(HUKAT Ka4ecTBa, aKT IPUEMKH TOBapa, TpeOOBaHUS

[] ceprudukar kauecTBa, akT MPUEMKH TOBapa, TPEOOBAHUSI

K HeperncrpupyeMbIM OTHOCATCS JOKYMEHTBI

M  uwHpOpMaNMOHHBIE MarepHaibl, pPEKJIaMHbIE M IO3JPABUTEIBHBIE MUCHMa, [POTPAMMEI
CEeMMHApOB, COBEIAaHUH, KOH(pEPEHIH

[Vl Komuu HOPMATHUBHEBIX JOKYMEHTOB, IOCTAHOBIIEHHS U PACIIOPSIKEHHSI FOCYIaPCTBEHHBIX OPTaHoB,
OOBSICHUTENbHBIE 3aITUCKU

[] ciyxeOHbIE 3aUCKH, MTUCbMA, TeJIErPaMMBbl, (haKCOrpaMMBbI

ooogg

PRDUHE WD

o000 1NN AW
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U PCKIIaMHBIC TPOCICKTLI, IPOTOKOJIbI KOJJICTUAJIbHBIX OPraHOB, CIIPABOYHBIC MAaTCpHaAJIbl, IIJIAHBI,

mporpamMmal, CBOAKH, OTUYCTHI

[] muchMa BbICIICH MHCTAHIIMU, TPEOOBAHMUS, HCKH, IPETCH3UH, KOJUICKTUBHBIC JOTOBOpa
CooTBeTCcTBHE ITANOB MOATOTOBKH YIIPABJIEHYECKHUX PellIeHHH CTAAUAM PadoThl
aHaM3 MPOOJEeMHON cHTyaru, (HOpPMHUPOBAHHE CTaAMs pa3pabOTKU pPelIeHUS
1LIeJICH, OLIEHKA MPEIOYTEHUN peIICHHI
OIICHKA pAacIoiaraéMoro BPEMEHH, OMNPEIEICHHE IOATOTOBUTEIbHAS CTAIMS
HEO0OXOIUMBIX PECYPCOB
dbopMHupoBaHHE  KpPUTEpUEB  BbIOOpa, BBIOOP CTaaMs BbIOOpA pelrieHus
€IMHCTBEHHOTO PEIICHUS
OpraHM3alys BBIMNOJIHEHUS] PEUICHMs, aHalu3 U  CTaAus pead3ally MPUHITOrO PelIeHus
OIICHKA JIOCTUTHYTOTO pe3yiIbTara
IlociienoBaTeIbHOCTH JITANOB MOATOTOBKHM YIPaBJieHYECKUX pellleHHii, BXOAAIIMNX B COCTAB
NMO/ATOTOBUTEILHOW CTAUM M CTAUHN PAa3pabOTKH pellleHus

0 XN AW -

BBISIBJICHHE U OIIMCaHKUE POOJIEMHOM cCuTyanuu
OLIEHKA PacIojaaracMoro BpeMeH!
olpeJiesieHue He0OXOUMBIX PECYpPCOB

aHaJIu3 NpoOJIEMHON CUTyalluu

(bopmupoBaHue 11eneit

OIpEeIEIICHUE OTPaHUYCHU I

pa3paboTKa BapUaHTOB pPeLICHUN

OLICHKA ITPEATIOYTEHUM PEILICHUN

Cranuu aHaiuM3a aJbTEPHATHB U BbIOOpPa MNPOrPaMMHOIO MPOAYKTAa AaBTOMATH3AIUH

1:

2:

3:

AW N —

PN

AOKYMEHT0000poTa
CocraBiieHre nepeyHs IpeabsIBIsSEeMbIX OCHOBHBIX ()YHKIIMOHATBHBIX U CUCTEMHO-TEXHUYECKHUX
TpeOOBaHUH K KOPIIOPATUBHOHN CHCTEME aBTOMATHU3AIMH JJOKYMEHTO000pOoTa
Br16op cucreMbl BecoBBIX KOA((UIIMEHTOB (0a/IOB) WM PaHXUPOBAHHUE JJISI DKCIICPTHOM
OIICHKHU
OneHka MporpaMMHBIX MPOTYKTOB C TOUKU 3PEHUS MPEABABIIEMbIX OCHOBHBIX (DYHKIIHOHATBHBIX
TpeOOBAaHUN M CHCTEMHO-TEXHHUECKUX XapPAKTCPUCTUK
Ot6op mpOrpaMMHBIX MPOAYKTOB, YAOBIETBOPSIONIUX BHIOpAaHHBIM (PYHKIIMOHATBHBIM U
CUCTEMHO-TEXHUYICCKUM KPUTECPHUIM
OrneHka aanTalmOHHBIX BO3MOXKHOCTEH OTOOpPaHHBIX MPOTYKTOB
OTOop TPOrpaMMHBIX MPOIYKTOB, YIOBJIICTBOPSIIONIMX KPUTEPHUSIM  aJalTaIlMOHHBIX
BO3MOXHOCTEU
CpaBHUTEIIbHAS OIICHKA 3aTpaT, CBS3AHHBIX C MPUOOPETCHHEM W BHEIPCHHEM IMPOTPAMMHBIX
MIPOJYKTOB
OrneHka oOmbpiTa MPUMEHEHUS OTOOPAHHBIX MPOTPAMMHBIX TMPOIYKTOB peIyTanuu (QUPMBI-
pa3paboTunka
Br16op mporpaMmmMHOT0o 00ecriedeHus Isl CHCTEMBI aBTOMATH3AIUH JIOKYMEHTO000pOTa

8.3.4. [IpoMexkyTOUHBIIT KOHTPOJIb (BONPOCHI K IK3aMeHY)
(popmupoBanue komnerenuuu [1K-2, [IK-7., uaaukaropst UT1K-2.1., UTIK-7.1.)

IIpumepHBIE BONPOCHI K IK3aMEHY
Otansl JOKyMEHTUPOBAHMS IIPOU3BOJICTBEHHO - XO35MCTBEHHOM JESATENBHOCTH.
TexHOJOorHs JOKYMEHTALMOHHOTO 00eCIeueH sl yIpaBIeHusl.
[Topsimox cocTaBieHus U OPOPMIICHUS PaCTIOPSAUTEIBHON JOKYMEHTAIIHH.
Cnyx0a JOKyMEHTAI[MOHHOTO o0ecredeHus yrpasieHus. TpeOoBaHUS K OpraHU3aI[MH1 CUCTEMBI
JIOKYMEHTO000pOoTA.
TpeboBanus k GOPMUPOBAHUIO JIEN B AETONPOU3BOJICTBE.
[Topsimox BBeZeHMSI B IEHCTBUE MPAaBUI BHYTPEHHETO TPYIOBOTO paclopsiaKa.
JIOKyMEHTHPOBaHKE MO JOTOBOPHO-IIPABOBBIM OTHOIIEHUSM YKOHOMHUYECKOM EATEIBHOCTH.
[TonroroBka JOKYMEHTOB K C/1a4ye B apXUB.
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Knaccudukanus pexsuzuros no 'OCTY P 7.0.97-2016 «Cucrema cranaapToB o HHGopMaLuy,
O6uOIMOTEeYHOMY U M3AaTENbCKOMY Aeny. OpraHn3alnOHHO-PACcTIOpAIUTEIbHAS JOKYMEHTALUS.
PazBuTHe 3J€KTPOHHOTO JOKYMEHTOO0OPOTa B OpraHU3alllu.
[InaHoBO-OTYETHAS JOKYMEHTALUSI.
ABTOMAaTH3aLHUs ACIIONPOU3BOACTBA.
Cny>x6a KOHTPOJISl BEACHUSI KaIpOBON JOKYMEHTAIIMH Ha IPEIIPUSITUH.
[TonATHS O TOKyMEHTaX, crocobax JOKYMEHTHPOBAHUS, HOCUTENAX HH(pOpMaUU U QyHKIHIX
JIOKYMEHTA.
[IpaBuia opopmiieHHs 1 BbIIaYl KOMUM JOKYMEHTOB.
Opranu3zanys onepaTUBHOIO XpaHEHUsS JOKYMEHTOB.
DKcnepTu3a HEHHOCTH JIOKYMEHTOB.
[TpaBuna cocraBienus: 1 0OpMIICHUS] HOMEHKIIATYPBI JIEI.
[Ipu3naku kinaccupuKauu HOMEHKIATYPBI Jell.
Kpurepun o1ieHKH 10KyMEHTOB.
Cucrembl JOKyMEHTAMU 110 INYHOMY COCTaBYy.
OcobenHocT 0OPMIICHHSI TUYHBIX TOKYMEHTOB.
Cucremsl U (HOPMBI TOKyMEHTOB.
OCHOBHbIE IOTOKU JOKYMEHTALIUH.
Cny>xebnble 3anucku. TpeboBaHus K 0(OpMIICHHIO.
OCHOBBI 3aKOHO/1aTENbCTBA 110 APXUBHOMY JEITY.
CocraBnenue u opopmiieHHE CITyKeOHBIX TTHCEM.
Pexxumbl XpaHeHus: JOKYMEHTOB.
Onucs nena. [IpaBuna popMupoBaHre JOKYMEHTOB Ha apXUBHOE XpaHEHHE.
Ponb 1oKyMeHTalMOHHOTr0 00ecreueHus ypaBIeHUsl B COBPEMEHHON OpraHHU3al|H.
OCHOBHBIE XapaKTEepHbIE YEPThl OPTaHU3ALNOHHO-IIPABOBOM JOKYMEHTALUH.
PernamenTanus JOKyMEHTallMOHHOTO 00ECTIEYEHUS! YIIpaBJICHUS.
CoctaB u opopMiIeHHE PACTIOPSIUTEIHHON JTOKYMEHTAIIUH.
TexHomnorust paboThI ¢ KOH(PpUICHINATBHBIMHA JOKYMEHTAMH.
Cocranenue u opopmiieHHE aKTOB
Odopmurenbckre pekBU3UTHL. COCTaB PEKBU3UTOB JOKYMEHTOB.
CrpykTypa oopMIIeHUS TOTKHOCTHBIX HHCTPYKLUH.
Opranu3zanys KOHTPOJIS UCIIOJIHEHUS TOKYMEHTOB.
CocraBnenue 1 opopmiIeHHE TPOTOKOIA.
[Topsnox cocraBiaeHust U opopmieHUs TaOIUI] U PUCYHKOB B HAy4YHO-HCCIIEOBATEIBCKOM
oTuerTe.
Opranu3zanus paboThl ¢ TOKyMEHTaMH.
[IpaBuna opopmiIeHHs MPUIOKESHHH.
[Tonstue o nokymeHTOo000pOTE. POPMBI pErUCTPaALH TIOKYMEHTOB.
Cocranenue 1 oopMIIEHUE TOTOBOPOB.
®iaroBoe ¥ NMpoJI0JIbHOE PaCHOI0KEHNE PEKBU3NUTOB.
VY4peautenbHble JOKYMEHTbI OpraHU3aLUu.
OneHka 3HaYMMOCTH JOKYMEHTOB U CPOKH UX XPAHEHUS.
TpeboBanust, npeabaBIsieMble K TEKCTaM JOKYMEHTOB.
CocTaB opranu3alnOHHO- TPABOBBIX JOKYMEHTOB.
®opMbl peructpannu Jo0KyMeHToB. [lopsiok peructpanuu.
TexHomorus paboTHI C KaIPOBOW JOKYMEHTAITUEH.
CocTaB ¥ CTpyKTypa HITaTHOTO pacluCaHUs.
CoctaB HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.
Oco0GeHHOCTH TOJIOKEHHUS O CTPYKTYPHOM IO/Apa3AeICHUN OpraHU3aIIH.
bnanku u ¢popMaTel TOKYMEHTOB.
3amaun U MyTH BHEIPEHUS] aBTOMATU3UPOBAHHON CHUCTEMBbI JOKYMEHTAIMOHHOIO 00ecreueHus
yIpaBieHUs
OCHOBHBIE KJIACCHI THPAXHO - 3aKa3HbIX aBTOMAaTHU3MPOBAHHBIX CUCTEM JOKYMEHTAIIMOHHOTO
oOecrieueHus ypaBieHus
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58. DKcrutyaTalluOHHBIE XapaKTEPUCTUKU aBTOMATHU3UPOBAHHOW CHUCTEMbI JIOKYMEHTAIIMOHHOTO
obecrieueHus yrpaBicHUs

59. TexHonOruM MpPOrpaMMHON pealn3alliid aBTOMAaTU3MPOBAHHONW CHCTEMBI JOKYMEHTAI[MOHHOIO
oOecrieueHus ynpaBieHUs

60. Kpurepun aHaim3a aBTOMAaTH3UPOBAHHON CHUCTEMBI JIOKYMEHTAI[MOHHOTO OOeCTeyeHHs
yIpaBieHUs

61. CocraBienne u 0pOpMIICHHE TPUKA30B TI0 OCHOBHOM JI€ATEIIHHOCTH.

62. OcobOeHHOCTH BBIOOpa CUCTEMbI aBTOMATHU3AIUH.

63. CrpaTteruu BHEAPEHUS AaBTOMATHU3WPOBAHHON CHUCTEMBI JOKYMEHTAI[MOHHOTO OOecleyeHus
yIpaBIEHUS.
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